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The DepaTGent of Human Resources, ' through t h e  l e a d e r s h i p  of t h e  Commissioner, is re spons ib l e  f o r   pia an- 
ning,  organizing.  d i r e c t i n g .  coord ina t ing ,  and c o n t r o l l i n g  the d e l i v e r y  of s e r v i c e s  t o  r e s i d e n t s  of 1 

.;Georgia. Included are: d i a g n o s i s  and t r ea tmen t  of men ta l  d i s o r d e r s ;  c o n t r p l  of p h y s i c a l  h e a l t h  pro- 
grams; a d m i n i s t r a t i o n  of p u b l i c  a s s i s t a n c e  programs; F e d e r a l  Food Programs; admin i s t r a t ion  of pro- 
grams which e n a b l e  t h e  non-productive members of s o c i e t y  ( b l i n a ,  p h y s i c a l l y  and mentally handicapped) 
to f u n c t i o n  as p roduc t ive  members of s o c i e t y ; '  a d m i n i s t r a t i o n  of  programs f o r  t h e  e l d e r l y ;  
of programs of t h e  Department, and suggest ing improvements i n  t h e s e  programs; . and support  s e r v i c e s .  

The O f f i c e  of  Audits  has the r e s p o n s i b i l i t y  t o  de t e rmine  whether a l l  funds due t h e  Department are prop- 
e r l y  accounted f o r  and are expended according to the requ i r emen t s  of the l a w  and p o l i c i e s ,  procedures  
and r e g u l a t i o n s  a p p l i c a b l e  t h e r e t o .  Also. t o  h e l p  Management improve t h e  e f f i c i ency .  economy, and ef- 

'. 

e v a l u a t i o n  , 

f & t i v e n e s s  of o p e r a t i o n s  by i d e n t i f y i n g  where improvements are .needed. 3 

1. Remrdr .Series h i p t b n  
Documents relating to: 

This f i k  contains the following docurhenti (include form numbert n d  tiller, if any): Attach ramplei of the file. 

see a t tached  l i s t i n g  
Included are: 

ARCHlVES AND HISTORY 
Application Number 
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* DHR State-wide app l i ca t ion  see a t tached  l i s t i n g  
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I . 

Application t o  Amend Records Retention Schedules 

Off ice  of Audits - page 3 CONTRACT AUDIT SECTION 

TO AMEND 

Disposi t ion 

Cut of f  f i l e  as follows: 

APPl. 
No. Descr ipt ion 

74-395-a  FAMILY AND CHILDREN SERVICES 
COUNTY AND FOOD STAMP AUDIT 
REPORT FILES - Documents re- Off ice  of Audits 
l a t i n g  t o  aud i t ing  State-al lo-  
cated funds expended by Family 
and Children Services County 
Food Stamp Programs. Included, 
bu t  no t  l imi t ed  to ,  are: 
Statement of Revenue Expenses, 
and Budget comparison; Analysis 
of S t a t e  and Federal  Receipts;  
Schedules of Accounts Receivable, 
Encumbrances, Prepaid Expenses, 
Equipment Purchases, Accounts 
Payable; a u d i t o r ' s  t r a n s m i t t a l  
let ter summarizing a u d i t  re- 
s u l t s ,  revenue and expenditure 
statement, statement of admini- 
strative expenses, ad jus t ing  en- 
trLes, bank r econc i l i a t ions ;  
and supporting papers.  The f i l e  
is arranged chronological ly  by 
f iscal  year ;  thereunder,  alpha- 
b e t i c a l l y  by county; thereunder,  
by DHR Division; thereunder,  by 
program. 

74-398-q  COUNTY HEALTH DEPARTMENT, HEALTH Y 
DISTRICT, AND MENTAL HEALTH 

uments r e l a t i n g  t o  aud i t ing  S ta te -  
a l loca t ed  funds expended by County 
Health Departments, Health D i s -  

CATCHMENT AREA REPORT FILES - Doc- 

~- (Record Copy) 

Upon determination that a l l  
a u d i t  ques t ions  have been 
resolved,  p l ace  a l l  p e r t i -  
nent  papers f o r  a p a r t i c u l a r  
a u d i t  i n  the inactive f i l e ;  
c u t  off  i n a c t i v e  f i l e  a t  end 
of each f i s c a l  year ;  hold 
i n  cu r ren t  f i l e s  area 2 
years ;  t r a n s f e r  t o  S ta te  
Records Center; hold 3 
years;  then destroy.  

DHR Off ices/ Divis ions/  
Sect ions/  Units  

(Reference Copy of Audit) 

Upon determinat ion t h a t  a l l  
a u d i t  ques t ions  have been 
resolved,  p l ace  a l l  re ference  
papers f o r  a u d i t  i n  t h e  in- 
active f i l e ;  c u t  off  inac- 
t i v e  f i l e  a t  end of each 
f i s c a l  year ;  hold 2 years ;  
then destroy.  

Earlier des t ruc t ion  of a u d i t  
re fe rence  papers is  authorized.  

Cut Off f i l e  as follows: 

Off ice of Audits 
(Record Copy)- 

Upon determination t h a t  a l l  
a u d i t  quest ions have been 

b 



. Application t o  Amend Records Retention Schedules 
, 

Office of Audits - page 4 CONTRACT AUDIT SECTION 

TO AMEND 
I-- 

&PI. 
Descr ip-t&c Disposi t ion No. __ 

7 4 - 3 9 8 - 4  tricts, and Mental Health Catch- 
(cont. ) ment areas. Included, bu t  n o t  

l imi t ed  t o ,  are: Statement of 
Revenue, Expenses, and Budget 
Comparison; Analysis o f  S t a t e  
and County Receipts;  Schedules 
of Accounts Receivable, Encum- 
brances,  Prepaid Expenses, 
Equipment Purchases, Accounts 
Payable; a u d i t o r ’ s  t r a n s m i t t a l  
let ter summarizing a u d i t  re- 
s u l t s ,  revenue and expenditure 
statement,  ad jus t ing  e n t r i e s ,  
bank r econc i l i a t ions ;  and sup- 
por t ing  papers. The f i l e  is 
arranged chronological ly  by 
f i s c a l  year ;  thereunder, al- 
phabet ica l ly  by county; there- 
under, by District; thereunder,  
by Catchment Area. 

Cut off  f i l e  as follows: 

Off ice  of Audits 
(Record COPY>- 

Upon determinat ion that a l l  
a u d i t  quest ions have been 
resolved, p l ace  a l l  p e r t i -  
nent  papers f o r  a p a r t i c u l a r  
a u d i t  i n  t h e  i n a c t i v e  f i l e ;  
c u t  off  i n a c t i v e  f i l e  a t  end 
of each f i s c a l  year;  hold 
i n  cu r ren t  f i l e s  area 2 
years ;  t r a n s f e r  t o  S t a t e  
Records Center; hold 3 
years;  then destroy.  

DHR Off ices/  Divis ions/  
Sect ions/  Units 

(Reference Copy of Audit) 

Upon determinat ion t h a t  a l l  
a u d i t  ques t ions  have been 
resolved,  p l ace  a l l  re ference  
papers f o r  a u d i t  i n  t he  in- 
active f i l e ;  c u t  of f  inac- 
t ive f i l e  a t  end of each 
f i s c a l  year ;  hold 2 years ;  
then destroy.  

-- 

Earlier des t ruc t ion  of a u d i t  
r e f e rence  papers is authorized.  

7 4 - 3 9 9 - 6  CONTRACT AUDIT REPORT FILES RE’ Cut off  f i l e  as follows: 
( T i t l e s  111, IV-A, IV-D, V,  V I ,  
V I I ,  X V I ,  XX) - Documents re- Off ice  of Audits 
l a t i n g  t o  aud i t ing  con t r ac t  pro- 
grams which may include day care 
centers ,  mental r e t a r d a t i o n  cen- 
ters, c h i l d  support  recovery pro- 
grams, aging programs, and any 
o ther  pa t i en t - c l i en t  r e l a t e d  

(Record Copy) 

Upon determinat ion t h a t  a l l  
a u d i t  quest ions have been 
resolved, p l ace  a l l  p e r t i -  
nent  papers f o r  a p a r t i c u l a r  
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. Applicat ions t o  Amend Records Retent ion Schedules 

Off ice  of Audits - page 5 CONTRACT AUDIT SECTION 

TO AMEND 

APPl. 

7 4 - 3 9 9 4  

No. 
~~ 

(cont.)  

Descr ip t ion  

vendors funded through T i t l e s  

WI, and XX. Included, bu t  
no t  l i m i t e d  t o ,  are: S ta t e -  
ment of Revenue, Expenses, and 
Budget Comparison; Analysis 
of S t a t e  and Federa l  Receipts;  
Schedules of Accounts Receiv- 
ab le ,  Encumbrances, Prepaid 
&penses, Equipment Purchases, 
Accounts Payable; a u d i t o r ' s  
t r a n s m i t t a l  letter summariz- 
ing  a u d i t  r e s u l t s ,  revenue and 
expendi ture  s ta tement ,  state- 
ment of admin i s t r a t ive  ex- 
penses,  ad jus t ing  e n t r i e s ,  bank 
r e c o n c i l i a t i o n s ;  and support- 
ing papers.  
ranged a lphabe t i ca l ly  by agency, 
thereunder,  a lphabe t i ca l ly  by 
program, thereunder chronological ly  
by f i s c a l  year lper iod .  

111, N-A, IV-D, V, V I ,  VII, 

The f i l e  is ar- 

Dispos i t ion  

a u d i t  i n  t h e  inactive f i l e ;  
c u t  off  i n a c t i v e  f i l e  a t  
end of each f i s c a l  year;  
hold i n  cu r ren t  f i l e s  area 
2 years ;  t r a n s f e r  t o  S t a t e  
Records Center; hold 3 
years ;  then des t roy .  

DHR Off ices/ Divis ions/  
Sect ions/  Units 

(Reference Copy of Audit) 

Upon determinat ion t h a t  a l l  
a u d i t  quest ions have been 
resolved, p l ace  a l l  r e fe rence  
papers  f o r  a u d i t  i n  t h e  in- 
active f i l e ;  c u t  o f f  inac- 
t ive  f i l e  at  end of each 
f i s c a l  year ;  hold 2 years ;  
then des t roy .  

E a r l i e r  d e s t r u c t i o n  of a u d i t  
r e f e rence  papers  is  authorized.  
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4% 
I - - . .  . I .  Application t o  Amend Records Retention Schedules 

Off ice  of Audits - page 7 
~. OPERATIONAL ____ AUDIT SECTION 

TO AMEND 

APPl. 
No. Descr ption Dispos i t  

77-401-h OPERATIONAL AUDIT FILES - DOCU- 
ments r e l a t i n g  t o  conducting 
ope ra t iona l  aud i t s ,  o ther  ex- 
aminations of DHR u n i t s ,  s p e c i a l  
p r o j e c t s  and inves t iga t ions .  
Included are: ques t ionnai res  
regarding personnel,  o f f i c e  lay- 
ou t ,  forms, budget and account- 
ing,  equipment maintenance, 
bu i ld ings  and grounds, purchas- 
ing,  asset inventory,  and cor- 
respondence. Also included are 
eva lua t ion  of f ind ings  (usual ly  
i n  n a r r a t i v e  form) and r e c m  
mendations f o r  improvement i n  
the  var ious  areas of audi ted 
operat ions.  The f i l e  is ar- 
ranged: a lphabe t i ca l ly  by n a m e  
of organiza t ion  (Of f i c e /  Section/ 
Unit) ;  thereunder, by a c t i v i t y  
o r  p ro jec t .  

Cut off  f i l e  as follows: 

Off ice of Audits 
(Record Copy) 
Upon determination t h a t  a l l  
a u d i t  quest ions have been 
resolved, p l ace  a l l  p e r t i -  
nent  papers f o r  a p a r t i c u l a r  
a u d i t  i n  t he  inactive f i l e ;  
c u t  off  t h e  i n a c t i v e  f i l e  
a t  end of each f i s c a l  year ;  
hold i n  cu r ren t  f i l e s  area 
2 years ;  t r a n s f e r  t o  S t a t e  
Records Center; hold 3 
years ;  then destroy.  

DHR Off ices/ Divis ions/  
Sect ions/  Units  

(Reference Copy of Audit) 

Upon determination that a l l  
a u d i t  quest ions have been 
resolved, p lace  a l l  re ference  
papers  f o r  a u d i t  i n  t h e  in- 
active f i l e ;  c u t  off  inac- 
tive f i l e  at  end of each 
f i s c a l  year ;  hold 2 years ;  
then destroy.  

Earlier des t ruc t ion  of a u d i t  
re fe rence  papers i s  authorized.  



_ .  . I - : ' Application t o  Amend Records Retention Schedules 

Off ice  of Audits - page 6 INTERNAL AUDIT 'SECTION 

TO AMEND 

APPl. 
No. Descr ipt ion 

74-416-& INTERNAL AUDIT REPORT FILES - 
Documents r e l a t i n g  t o  aud i t ing  
S ta te -a l loca ted  funds expended 
by S t a t e  r e s i d e n t i a l  i n s t i t u -  
t i ons ,  District Offices,  and 
l o c a l  o f f i c e s  throughout 
Georgia. Included, b u t  n o t  
l imi t ed  to, are: a u d i t o r ' s  
t r a n s m i t t a l  let ter surnnarizing 
r e s u l t s  of aud i t ,  revenue and 
expenditure statement, state- 
ment of p r i v a t e  funds, ad- 
j u s t i n g  entries, bank recon- 
c i l i a t i o n s ,  supporting docu- 
ments, work papers,  and qua r t e r ly  
computer pr in tout .  The f i l e  
is  arranged by f i s c a l  year ;  
thereunder,  a lphabe t i ca l ly  by 
c i t y ;  thereunder,  by program. 

Disposition. 

Cut of f  f i l e  as follows: 

Off ice  of Audits 
(Record Cop& 

Upon determinat ion t h a t  a l l  
a u d i t  quest ions have been 
resolved,  p lace  a l l  p e r t i -  
nent papers f o r  a p a r t i c u l a r  
a u d i t  i n  t h e  i n a c t i v e  f i l e ;  
c u t  of f  inactive f i l e  a t  end 
of each f i s c a l  year ;  hold 
i n  current f i l e s  area 2 
years ;  t r a n s f e r  t o  S t a t e  
Records Center; hold 3 
years ;  then destroy.  

DHR Off ices/ Divisionsf 
Sect ions/  Units  

(Reference Copy of Audit) 

Upon determination t h a t  a l l  
a u d i t  quest ions have been 
resolved,  p l ace  a l l  re ference  
papers f o r  a u d i t  i n  t h e  in- 
active f i l e ;  c u t  of f  inac- 
t ive f i l e  at  end of each 
f i s c a l  year;  hold 2 years ;  
then des t roy .  

Earlier des t ruc t ion  of a u d i t  
re fe rence  papers  is authorized. 


